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SUBJECT: Centrally Billed Account for Airline Tickets

Effective with this snnouncement. travelers will have the option of selecting the centrally billed account

(CBA) or continuing to use the individual government issued charge card for the purchase ol official

government travel airline tickets. The General Services Administraiion (GSA) authorizes either aption,

GSFC's Office of the CFO has elected Lo provide this option to fravelers because there are times when

travelers recelve the bill for an airline ticket before the trip commences,

Travelers of fravel preparers must continue to make travel arrangements through our travel management
agent, C.1. Travel. C.I. Travel will automatically charge your airline licket to the preferred account
(individual charge card or CBA) listed in your profiles There are differences In the insurance coverage

entitlements and reimbursement claims with the CBA account as outlined below. Travelers are encouraged
to carefully review the differences before electing the CBA account.
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- Individual recetves the following exlra
protection and assislance while on travel:

s Logl lugenee insuranee — 1)y o 53,000
replacement coveruge,

o Travel aecident Dnsurance — up to 5200, 000
COVEIHEE.

s Travel assislance services — [ncluding
medical assislance and legal refimal
asslslinc

- Individual receives and pays for airline toket
partion of the wip and elaims reimburssment in
Travel Manager.

Travel Office
- Reviews, audits and pavs travel vouchers,
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Centrally Billed Account

o Travelor

- Individual Does Not receive the Rollowing extra

protection and assistnce while o Lravel

s Lost lupeage insurance — wp Le 53,000

repn lacemen: cove Faee,

s lravel accoident insurance — up o 200000

coverage,

o Travel ussistance services — including
medical assistunce and legal referral

asgislancs,
- ledividual does not receive bill ar pay far
arrhine ticker poriion of the i,
- lpdividual must not claim arline tickel
retmiursement on the travel voucher
Travel Cifice
- benthly reconciles the CBA billing,
- Reviews, audits and pays trevel vouchers,
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If after carefully reviewing the differences, you would like to elect the CBA option, please complete the
information below and fax it to the Travel Office at 6-8261. The Travel Office will update the information in
their records, and provide a copy to C.L Travel to update your traveler profile. Those continuing to use their
government issued individual charge cards do not need to take an action, If you elect the CBA option, it
will be used for all future airline ticket purchases; you can not change from the CBA account to the individual
account on a trip by trip basis for account administration reasons, [f a {raveler inadvertently claims the airline
licket on a voucher and receives payment, he must notify the Travel Office and [ully reimburse NASA
irmmiediately.

Questions resarding this new policy should be directed to Gale Fleming (6-8599 or Gale.L Flemingfinasa. gov)
or the Travel Office (6-5910),
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[ request use of the GSFC Centrally Billed Account for my airline ticket purchases. Iunderstand that while |
am on travel, | WILL NOT receive the following extra protection and assistance that 1s available on the
mdividual government issued charge card:

e Lost Juggage insurance — up to $3,000 replacement coverage.
s Travel Accident Insurance — up to $200,000 coverage,
o  Travel Assistance Services — including medical assistance and legal referral assistance.

[ understand that I should not claim reimbursement for airline tickets on my travel voucher. If' [ inadvertently
make a claim and receive payment, T must notify the Travel Office and make a full refund immediately. My
use ol the CBA will be effective once | receive notification from the Travel Office.
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